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Policies 

The running of the school depends on the cooperation between the parents and the school. The school 
policies help to maintain a harmonious environment for children, parents, and staff members. The policies 
are created as an appendix to the staff and parent handbooks, and it is expected that parents and staff will 
work together to ensure the policies are practiced on a daily basis. 
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1. Absence and Late Arrival

If your child will be arriving late, please notify the Teachers between 8:00 and 9:00 a.m. 

If your child will be absent due to illness or home day, call and leave a message on the classroom mobile 
after 8:00 a.m. 

If your family will be absent due to prior arrangement such as holiday, please inform the classroom staff 
member during sign in/sign out at any time before the absence. 

2. Attendance
Attendance at Sunrise Preschool is not mandatory but we do suggest for the wellbeing of your child that a 
regular schedule of attendance be set up to maintain a routine, and establish consistency. 

However, this schedule is entirely up to the individual family needs, and certainly allows time for unique 
experiences and holidays. 

The Preschool is open from 8:00 a.m. - 4:30 p.m. but families make their own arrangements for which times 
suit their own needs. 

3. Birthday

The birthday celebrations at Sunrise consist of: 

v A candle ceremony- lighting and blowing out candles with the school’s ‘Birthday Caterpillar’
v Songs- the ‘Birthday Song’ and other songs of the child’s request
v Birthday gift – presentation of a special gift- made by the children and teachers of Sunrise
v Fruit Treat – sharing a treat based on fruit with the whole class



 

The birthday is celebrated within the group of the birthday child to avoid the child possibly being 
overwhelmed. If the child has a sibling in another group however, he or she may also attend the ceremony. 
All family members are in fact welcome and indeed encouraged to come. 

 
 

The ceremony takes place during circle time in the PS1 classroom and in the PS2 classroom lasts for 25 to 40 
minutes and starts at 9:30. The ceremony can also take place from 14:15 - 14:45 if this is agreed between 
parents and the headteacher. We ask that any family guests for the celebration arrive a little earlier than this, 
in order to ensure that the ceremony begins on time and does not disrupt the schedule for the remainder of 
the day. 

 
 

The Fruit Treat is to be provided by the birthday child’s Parents. Please ensure that any Fruit Treats are made 
without eggs, and nuts. Please find out from your child’s Classroom Teaching Staff, how many children you 
need to bring a treat for. 

 
 

  If you have a cultural element or way in which you celebrate in your home country, we would 
very much love to learn your tradition! In the past we have sung songs in new languages, opened 
a party popper from Japan and seen some amazing special clothing from around the world! 

 
 

4. Bye Byes 
 
 

Through the year, some of our children move on to new homes, countries and challenges. When it comes 
time to say goodbye in the middle of the year, we create a small celebration of moving on. These are very 
similar to the birthday celebrations and consist of: 

 
 

v An around the world ceremony where the whole class ‘takes off’ to visit their friend’s new home 
v Songs of the child’s choice 
v Bye bye gift made by the children and teachers of the class 
v Bye bye hugs 
v A fruit treat 



The ceremony takes place during circle time in the PS1 classroom and in the PS2 classroom lasts for 25 to 40 
minutes and starts at 9:30. The ceremony can also take place from 14:15 - 14:45 if this is agreed between 
parents and the headteacher. We ask that any family guests for the celebration arrive a little earlier than this, 
in order to ensure that the ceremony begins on time and does not disrupt the schedule for the remainder of 
the day. 

 
 

The Fruit Treat can be provided by the bye bye child’s Parents. Please ensure that any Fruit Treats are made 
without eggs, and nuts. Please find out from your child’s Classroom Teaching Staff, how many children you 
need to bring a treat for. 

 
 

 If you have a cultural element or way in which we could learn about the place you are going to, 
we would very much love to find out more! In the past we have sung songs in new languages, 
learned hello and goodbye in Korean, looked at some photos and postcards and seen some 
amazing special clothing from around the world! 

 
 
5. Circle Time 

 
 

Circle time is the central learning window of your child’s day and is the focal point of the Sunrise Program. 
The learning connected with all areas of development is set up and delivered during Circle, and the time 
also allows classes to join together in a beautiful moment of nurture, enrichment and sharing. 

 
 

Circle time will be held through the full school at 9:30 a.m. 
 
 
 

In order to ensure that this learning time is given all advantages available, and that your child is given the 
best possible opportunity for learning, we will be closing doors from 9:25 - 10:05 am. 

 
 

Please ensure that your child is settled in by that time, and that you are out of the building, before doors 
close. We then take 15 minutes for settling in, and begin our circle time, throughout the school. 

 
 

Friday Circles 
 

On Fridays, the full school holds circle together. 



 

Special Occasions 
 

On days such as Birthday and Bye Bye, we encourage parents to join circle time. Please arrange attendance 
with the Head Teacher of your classroom 

 
 

Special Guest Star 
 

Several events during the year give us the opportunity to invite parents into circle to share aspects of 
themselves such as profession, culture, skill etc... If you have something to share with the group, please 
arrange to be a Guest Star during circle! 

 
 

Visiting Circle 
 

Many Parents can’t resist the urge to join us at this special time, when they have the opportunity in their 
work day, and we love to have you! If you wish to join circle at your impulse, please ask the class Head 
Teacher if it is a good day to join. Most days are open to visits, on a limited scale, however due to planning; 
emotional periods in the classroom, or individual child needs, teachers must reserve the right to 
respectfully ask parents to choose another, more convenient time. 

 
 

6. Clothing 
 

Each child should be equipped with adequate clothing according to the weather for indoor and outdoor 
play. Please see the list of Ready to Grow items in the welcome package, for start up information. The 
school is not responsible for damaged or lost property. 

 
 

v Scarves and necklaces are not permitted due to safety reasons. 
v Jewellery or other valuable items are not allowed 
v Rain Gear is stored on the hallway hooks, in order to drip off. 
v Appropriate clothing for the weather must be updated regularly. 
v Parents are requested to assist staff in holding order in the cloakroom, and sorting their child’s 

clothing regularly. 
v Each child should have an extra set of clothes (including socks and underwear) at the school, stored 

in their cloak room basket. 
v For children Potty Training, multiple sets of clothes are requested, to be stored in their potty cubby. 
v Each child should have a pair of rubber-soled slippers for indoor wear, and are required to take off 

and leave their shoes neatly in the cloakroom before entering the classroom. 
v Please ensure that all clothing is clearly labelled and that you check the lost property box regularly. 

The school is not responsible for damaged or lost property. 



7. Discipline

NHE supports children through acknowledgement and positive experience. Our consistent goal is to 
encourage the values which are fundamental to NHE, and to provide children with the opportunity to 
reflect and act upon these positive characteristics. 

Incremental Action: When issues surrounding the idea of behavioral management arise, the teaching staff 
follows the plan below. The steps give the progression of approaches to be taken when working with 
behavior. 

1. Discussion – talk to the child on their level, and ask them what they should do in this situation. Give
them choices, in a friendly way, and let them try to find a better way of resolving their own problem.

2. Elicit Emotion – assist the child in considering an emotion of another person, and help them to find out
why what they do impacts others

3. Redirection of activity – When behavior is repetitive, assist children in another option, and remain with
them until their ideas have shifted.

4. Thinking Time – if repeat behavior prompts the need to remove the child from the group, then thinking
time to the side allows the child some minutes of calm. The child is assisted in talking over why they
need to think. Using questions, the adult assists the child to identify for themselves what the best way
to proceed is. A child has thinking time for the same number of minutes as their age.

5. Facilitated Reflection Time – this is like thinking time, but produces a result, for example drawing an ‘I’m
Sorry Card’. This is for children 3 years and up, and must be facilitated by an adult. This action is used
with discretion, for the most serious offence, such as throwing a rock at somebody, in order to hurt
them. The Adult takes the child through the steps of their action, and elicits a feeling of responsibility.
Using the responsibility, the Adult elicits a need to make things better.

8. Doors Closed

We will close the doors to the classrooms at 9:25 a.m. All children should be settled in and parents have 
exited the building by 9:25 a.m. each day, unless you have arranged to join in circle. This is to ensure your 
child is settled before we start the activity and that the rest of the class is not disturbed. 

Doors are reopened after circle, about 10:05. Families who arrive after the doors are closed are asked to 
wait until the doors reopen at 10:05. 

The Doors Closed policy is implemented to ensure the special learning window of Circle Time. 



9. Gate

The entrance gate and door should under no circumstances be left open. 

Please help staff keep all kids safe. Do not allow your children to use the gate code, for any reason. 

10. Illness

It is in the concern of the full Sunrise Community to keep our children and staff healthy. Children who are 
ill or suspected of being ill are requested to remain at home. If illness develops during the day, parents will 
be informed and are expected to pick up their child as soon as possible. It is kindly requested that all 
suspected illness be taken as potential infection of others, and if staff are in doubt as to the health of a 
child, they are expected to request the parents to collect the child. We assume that if asked to collect a 
sick child, a family appreciate that other children and adults are affected should illness spread. 
Children can return to Sunrise after being symptom free for 24 hours.

11. Information

It is the effort and intention of Sunrise to communicate school information regularly via email, Whatsapp 
and posted notices. 

Ø Information boards are located in each classroom and cloakroom.
Ø Information about classroom activity and school events is provided on a daily, weekly and quarterly

basis in written form. Daily information is found on the classroom information boards, and weekly
and quarterly notices are sent out via email.

Ø For information pertaining to your child, please speak with the teaching staff.
Ø For information regarding scheduling and program, please speak to your class Head Teacher.
Ø For information regarding payment, finance and school policy, contact the Office

Administrator during all hours. You can expect a reply between the hours of 9:00 - 11:00 am



12. Issues Raised

Regarding children and program: 

If you have any queries or concerns regarding issues that may be concerning your child or the school 
program, please make an appointment with the relevant Head Teacher and discuss the issue at hand. 

Should the issue need further consultation, a family or a Head Teacher may request a joint meeting with 
the Preschool Manager and the Director. 

Regarding School Management: 

Any concerns or queries regarding school management should be brought to the attention of the relevant 
Head Teacher as well as the Preschool Manager and the Director. 

Should the issue need further consultation, a family or Head Teacher may request a joint meeting with 
the Preschool Manager and the Director. 

13. Meetings

All Meetings which are held under the title of Sunrise International School must be registered and accepted 
by the Director. Meetings between members of the community require formal documentation will be 
made and recorded, for the central information of the school. 

All communication which is unrecorded is considered Informal Communication. For communication to be 
made formal, minutes of a meeting must be filed through the Director, or an entry made in one of the two 



forms for Log Book. In order for the school to take action on any resolution, communication must be 
Formal Communication. 

There are two forms of meeting: Public, in which information is made known on a full community scale, 
and Internal, in which information is made known on an internal scale. In both cases, all meetings are 
recorded for future reference and filed in the school information archives. 

14. Morning and Afternoon In / Out Procedure

The Preschool’s opening hours are from 7:00 - 17:00, Monday - Thursday & 7:00 - 16:00, Friday. 

Morning Sign in Procedure 
For safety reasons your child should always be personally escorted into the classroom, as well as assisted 
with dressing/undressing. Arrival should be verbally communicated to one of the staff members, and the 
sign in sheet marked with the time and your signature. In the Sunbear Classroom they take care of the 
sheet-sign-in by themselves, you just have to let them know of your arrival verbally . Please remember to 
give any special instructions for sign out to the staff member signing your child in. 

Please help your child settle into the day, quickly and calmly. 

Afternoon Sign out Procedure 

The persons named as parents/guardians on the admission form are the only persons authorized to collect 
a child from the school, unless permission is given on the FLOOR BOOK FORM. Here, it is advised to list 
potential Grandparents or child care assistants who REGULARLY would collect your child. 

If your child is to be collected by another parent, known to the school for a play date, please leave word 
with the sign in sheet staff member in the morning. 

Persons who are unknown to the school will not be allowed to sign your child out, unless you give written 
permission in the morning. In cases where a family has forgotten to give permission, a staff member will 
call the family, before allowing the child to leave. 



The school closes at 17:00, Monday - Thursday and 16:00 Friday. Please, be at the school 10 minutes before 
closing at the latest since all children should be picked up and have left the school area by closing time. 

Please be aware that a late fee of 500kr will be charged for late pick up. 

15. Moving up

The moving up process is a magical time of growth for a child. The following outline gives parents a better 
idea of what to expect regarding moving up at Sunrise International Preschool. 

There are several ways in which a child moves up into another classroom. 

Moving Up Day - At the end of the school year, in June, each classroom celebrates the growth of the 
children in the group. Many of the children move up together, who have been considered a class, and have 
learned to support each other. In general we try to keep classes together, however, many considerations 
are included in the moving up process. 

Moving up during school year - Some children turn 3 during the school year, and are therefore old enough 
to move up into the Hummingbird Classroom before the school year comes to an end. This moving up, is a 
transition period over a few weeks, that ensures that the child is comfortable when settling permanently. 
Upon officially moving up into the Hummingbird Classroom, a short moving up ceremony will be held for 
the child, during Circle time, which includes cutting a string and singing a song for them. 

Beginning of the Year Group Changes – in the settling in period, Teachers often find one or two children 
who would be better placed in another group. If this is the case, and the Settling In Period is not yet 
finished, the teaching staff will do their best to organize the groups so that children are with their 
appropriate developmentary level. This is not considered Moving Up, but classroom management. 

Final Decisions - Overall the final decision rests with the Head Teacher, in cooperation with the classroom 
staff, parents, and the other classrooms involved. Move ups only take place after the go ahead is issued by 
the Director. 

16. Nutrition

At Sunrise International Pre-school our meals follow the guidelines of neo-humanism, i.e. love and respect 
for all living beings. We share and eat the same food together as this creates a family feeling. 

The school will provide healthy and nutritious vegetarian snacks and organic fruit in the morning, hot meals 
and afternoon snacks. The food is prepared fresh in the school kitchen without meat, fish, eggs, garlic, 
mushrooms and onions. No nuts, please, due to choking hazard and allergy. 

A goal at Sunrise is to instil in our children healthy eating habits. Therefore, we kindly ask you to follow the 
Sunrise Food Policy. 



17. Parent-Staff Communication

Parents should feel free to discuss any small matter they may have about their child during drop-off and 
pick-up times. If you wish to speak with the Head Teacher about a larger matter of interest, development 
or concern, please make an appointment, so that appropriate time can be allotted to talk. Consistent open 
communication is one of the main reasons Sunrise is a healthy and happy environment, so please talk. 

18. Payment

Please see the separate payment regulations on our website. 

19. Personal Items, baskets and cubbies

Children should have a full supply of change clothes in their Basket in the cloak room for needs. 

We ask each family to supply the school with diapers and wipes for your child, where relevant. 

The school is not responsible for damaged or lost property. 

20. Reciprocal School Environment

This clause is the same for both Staff and Parents, and is signed when Staff signs the Ethics Agreement, and 
Parents sign the School-Home Contract. It states that each individual in the Sunrise Community strives to 
uphold a positive, joyful, safe and engaging School Environment for the sake of the children and adults in 
the Sunrise Community. This clause refers to support of positive school standards in communication, 
safety, support of daily practice, care of physical premises and support of the policies stated in this 
document. 



21. Safety

It is of the utmost importance that families keep the FLOOR BOOK FORM up to date, and inform the 
school of any information change. 

Members of the staff are at all times doing their utmost to avoid accidents and ensure safety. If anything 
serious happens, medical assistance will be sought, according to the information provided on the Floor 
Book Form, and parents informed. 

All head injuries are reported by telephone to the family as soon as possible, whether or not the injury 
seems serious. 

Staff members were certified in First Aid, as per September 2023. 

The school does not insure its pupils and we rely on parents to provide their children with adequate 
insurance policies. 

22. Settling In

The start of a child’s school life is a very special time. Sunrise follows a two week integration program 
called Settling In. The program spans the fourteen days of time in which a child acclimates to their 
surroundings, and integrates with the other children in the group. In August, a two week session of settling 
in takes place for all children, while throughout the rest of the year, settling in occurs when the child starts 
the school program, from the first school day to the 10th day. It is required that the families coming into 
Sunrise adhere to the Settling In period, and organize their work schedule according to their child’s needs 
for the first 10 days of integration. 
The settling in time period can be changed according to the needs of individual child. 

Any questions concerning Settling In should be directed to the Head Teacher of your child’s classroom. 



23. Sunscreen

In sunny weather, children must wear sunscreen. Please give your child sunscreen on their bare arms, legs, 
face and neck in the morning before school. After Lunch, staff will give your child a second coat of 
sunscreen. 

The school purchases sunscreen for afternoon use. 

24. Telephones

Sunrise International Preschool sets focus on program, education and contact with children. The 
telephone system at the school is designed to give parents the best access to the individual they need to 
speak with, at appropriate times. There is one central phone line number: +45 93206727 to use for all 
contact. 

This telephone is open from 9:30 – 12:00 and 1:00-3:30 p.m. and places the caller in direct contact with a 
school official. 

Business Office 

The Office central phone line number: +45 26773833 

This telephone is open from 9:00 - 16:00 am and places the caller in direct contact with the Preschool 
Manager

Active Families are welcome to use this line in order to 

Ø Address the office on financial issues
Ø General administration issues
Ø To make an appointment with the Director.

If you want to call a specific classroom, please call the Headteacher of the classroom on their Whatsapp 
number.

Ø Questions or information regarding your child
Ø To make an appointment with the Head Teacher
Ø Schedule or activity information
Ø Drop off or pick up information of your child

Parents are welcome to call the classroom during opening hours The morning time will give direct contact 
with the Head Teacher for the group. 

The afternoon time will give contact to general floor staff, in relation to pick up times for the day, if needed. 



Beyond the morning calling time, parents may leave a message on the class mobile. 

The Teaching Staff will answer the calls as soon as they are available. 

25. Toys

Sunrise discourages bringing personal items including toys from home, except under special circumstances, 
such as your child is new and needs a comfort toy or the item is related to the day’s activity. This is to 
prevent toys getting lost in the school and to avoid unnecessary confrontation over toys. 

Children who take naps are allowed one comfort item: a blanket or cuddly toy or book, however the Head 
Teacher may, under certain circumstances disallow this use, when it is more relevant to a child’s needs. 

After age 3, pacifiers are not recommended, due to development. Until the age of 3, they are allowed at 
nap time, but encouraged to be left in the cubby. 

The school is not responsible for damaged or lost property. 



Sunrise Who to Call 
A one page summary of details for easy access to Sunrise International Preschool 

Administrative Services  - Central School Phone line: 26773833

Your Child and Daily Routine:  immediate contact regarding absence, illness, late arrival, early or alternate 

pick up. 

Ø Call in the morning for direct contact with the Teachers
Ø Leave a message on the mobile at any time throughout the day 

  

For further questions or to arrange a consultation time please contact the following: 

Curriculum, Schedule, Classroom, Child Development- your child’s Head Teacher 

NHE Global Education – Soley Maria Helgadottir/Didi 

Sunrise Tuition and Administration – Preschool Manager, Mathias Busk 

Parent Support- Your class Parent Representative 

Emergency Procedures 

It is of absolute necessity that all information on the floor book be kept up to date, including recent vaccination, 
allergy history, cpr.number and an alternative in the event parents are not able to be contacted immediately. 

Ø In the event of an emergency, the staff will refer to the family information on file in the FLOOR BOOK.
Ø All injuries are recorded in the Floor Accident Book
Ø All injuries to the head warrant an immediate call home, regardless of appearance and severity.

Communication and News Updates 

Classroom Email Accounts 
Each Classroom has an Email Account and a Whatsapp group and the daily News goes out to classroom families each 
day. All Parents must check with their Head Teachers to ensure they receive the News. 

Calendar 
Sunrise Preschool follows a school Calendar which is published in August. The parent handbook has descriptions of 
the various events listed under Sunrise Community Events. 

Daily Reports 
Each classroom has a notice board which reports on the class activities for the day. 



Our vision of education at Sunrise International Preschool starts with the heart of each individual, 
whether they are an adult, child, teacher, parent or family member. All are included in the Sunrise 
Community, and all are united by the unique presence which buzzes and sings through the school. 
‘There is just something in the air!’ 

Neo Humanist Education at Sunrise International Preschool takes its initiative from the individual 
child. From a child’s perspective, learning starts with the self, moves on to the family and then to 
the community. Extending a child’s vision takes experience, creativity and opportunity, which are 
provided by the daily lifestyle, curriculum and interaction at Sunrise. Here children’s knowledge 
grows to encompass cultural diversity around the world, our planet Earth, and our Universe. 

Sunrise children are brought up in a community of care, kindness, creation and balance, and as 
those children grow to move on through life, they touch the world with these qualities.It is 
amazing to think that elements of our educational efforts and personal bonds have reached so 
many parts of our world. For each of these little multicultural individuals, we can expect a global 
outreach. It is a fantastic experience to hold so many hands. 

An Introduction to Sunrise

Something in the Air

As we raise and educate our 
children in a multicultural, global 
community, we begin to feel the 
meaning of universalism. 



 
 
 
 

 

 

Values in the NHE Program 

Based on the NHE Universal Human Values, Sunrise Preschool centers its teaching practice on 
 

Love 
Sharing 
Caring 
Giving 

Respecting 
Learning 

Joy 

 
Neo-humanist Educational Program 



 
 
 

Celebrating Children 

The Sunrise Community collaborates in the acknowledgement and facilitation of children. 
 

v All children are unique, happy and joyful by nature 
v Children learn through contact with their community 
v Children’s are empowered to act according to a code of values 
v Children’s Personal Awareness and Self Love are fostered at all times, so that children are 

confident, have a sense of dignity, integrity and become increasingly self-reliant 
v Children develop a sense of empathy, care and concern for the welfare of others 
v Children develop confidence in their own ability to act and negotiate with others including 

means of communication, problem solving, ability to see different sides of an issue and 
tolerance 

v Children are supported in their inquisitive nature, love for learning through dynamic 
interaction, and become open, creative thinkers 

 
 


